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Purpose: To provide step-by-step instructions for all DCPDS Users on how to print open and
closed Request for Personnel Actions (RPAs) and Notification of Personnel Actions (NPAs)
using Ghostview.
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Open RPAs
While the RPA is displayed on your screen, you can print a hard copy. If you are going to print
a hard copy of an RPA that you created, it's better to do it after you have saved it to your inbox,
since it will then have the RPA number on it.

e <Click> the Print icon on the toolbar (the printer).
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The window that displays asks if you want to print the RPA, or the Notification of Personnel
Action (the NPA, or SF50). The NPA option is grayed out at this point, since the action has not
yet been effected. You cannot print an NPA until (1) the action has been processed into the
database by the CPOC, and (2) the effective date has arrived.
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At this point you need to select a printer. Your printer must be an IP addressed printer, if not
select the default printer to view and print your RPA using Ghostview.

e <Click> in the printer field with your cursor. The Printers drop down menu pops up
automatically.

o <Select> the Odefault_prn; OR your |IP addressed printer whichever is applicable.
<Click> on OK.
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This returns you to the <Printing> window.
e <Click> on OK to print the RPA.

The system prompts you with a note informing you that your report has successfully been
submitted and the Request ID number.

e <Click> on OK in the Note window.

NOTE:

o If you selected the ‘default’ printer and want to request more reports, it's recommended that
you write down the request ID number for easy identification when submitting the report for
printing via Ghostview.

o If your printer was a “registered” IP addressed printer, the RPA will automatically print at that
printer in a few moments.
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Ghostview is a third-party product that allows you to view the RPA on your screen and to print
the form using your ‘regular’ printer.

To view the RPA on your screen:

o <Select> Requests from the ‘View’ menu.

The Find Requests window opens. If desired you can enter a variety of search criteria, but this
is not necessary. Your most recent request will be at the top of the list in the Requests window.

Eg_'atlracle Applications - YOSEMITE_SQT11 i
Eile _ait View | Faldzr g ORACLE
= %‘Q, Show Mavigator J L"‘J e @ [ sg i g

BELILE — Fill, Routi

Fird Al
Gueny By Example »

PART Record

»
1 Act 2 Request Mumber

[Regr Transtations. . [03JunoHMCPOCID10465
3 For| Aftachmants Call (Full Name) Telephone Murmber 4 Prop. Eff. Date  ASAP

gurnmanyDetal [123.4567 [01.8U6.2003 r
— Reguests Marne) |TII|E Request Date
B Action Autharized By (Full Marme) Title Concurrence Date

e <Click> on Find.
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The Requests window will have your most recent request at the top of the list.

¢ If the ‘Phase’ column indicates ‘Pending’ or ‘Running’ instead of ‘Completed’ <Click>
on Refresh Data.

e Then <Click> on View Output.

Note: If you selected the “default” printer from the list of printers, the ‘Status’ column indicates

‘Warning’ since the printer is not recognized by the system. This warning can be ignored in this
case.
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Hold Reguest Wiew Details... Wiew Output
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The File Download window appears.

e <Click> on Open.
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The RPA Ghostview window appears and will display your RPA.

To print the RPA from Ghostview:

e <Select> Print from the Ghostview File menu; OR <Click> the Print icon.
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_> File Edit Options ‘Yiew Orientastion Media Help
o [[e[+ ®E] F —

Seleck File,
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Exit
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Ensure the correct printer is shown in the name field and/or the print parameters are as desired.
If not, select the appropriate printer from the drop down printer selection menu and/or change
print parameters.

e <Click> on OK.
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" PostSeript Printer Setlings | 6F. Legal Autharity

lan Titke and Mumber

e Your RPA is now printing at your printer and you can <Close> the Ghostview
window.



Closed RPAs and NPAs

You can print closed RPAs and completed NPAs only through the DCPDS Processes and
Reports Function. You cannot print an NPA until (1) the action has been processed into the
database by the CPOC, and (2) the effective date has arrived.

IMPORTANT: Ensure you logged on with the appropriate ‘Responsibility’ hat depending on the
RPA/NPA type you want to print, e.g. a US or LN RPA/NPA. See below ‘Responsibility’ Hat
Table for appropriate selection.

‘Responsibility’ Hat Table

FUNCTION DCPDS US RPA/NPA HAT | LN RPA/NPA HAT depending on
LOGON the country
Manager IMGA or  MGR | MGR SECUREVIEW | LN GE Supervisor SECUREVIEW

LN BE Supervisor SECUREVIEW
LN IT Supervisor SECUREVIEW

LN SA Supervisor SECUREVIEW
LN UK Supervisor SECUREVIEW

RMO /RMM RMO SECUREVIEW | GE MGR SECUREVIEW
BE MGR SECUREVIEW
IT MGR SECUREVIEW

SA MGR SECUREVIEW
UK MGR SECUREVIEW

CPAC Personnel | /CPG PER SECUREVIEW LN GE PER SECUREVIEW
LN BE PER SECUREVIEW
LN IT PER SECUREVIEW

LN SA PER SECUREVIEW
LN UK PER SECUREVIEW

CPOC Personnel | /COC CIVDOD CLASSIFIER | LN Classifier

- Germany
Belgium

- ltaly

- Saudi Arabia

- United Kingdom

/COF or /COP CIvDOD LN Personnelist
PERSONNELIST - Germany
Belgium

Italy

Saudi Arabia
United Kingdom




Note: The printing of a United Kingdom LN NPA is used in the NPA printing sample below.

From the Navigator window:

o <Expand> the Processes and Reports function.
o <Open> the Submit Process & Reports option.
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Functions
Processes and Reports:Submit Process & Report

Submit processes or run standard reports

+ RPA .United Kingdom =] Taop Ten List
Recruit / Fill 1. Customizable Workflow Worklis
LN Mass Actions Preview
Federal Position
Workflow Inbox
People
Work Structures
+ View
- Processes and Reports
Submit Process & Report
View Requests
View Reports
AutoRif Extract
Cobol Extract
Workflow Notifications

e % Lo [+

e <Click> on OK.
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The Submit Request window opens.

e <Click> on the LOV drop down in the Name field.
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Languages

While the system is generating the Reports selection menu window, the below ‘Cancel Query’
window displays.

¢ Do not click on cancel or close the ‘Cancel Query’ window as it will end the process
and you need to start all over.
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SN GRS As Soon as Possible Schedule...

Upon Completion...

At these Times...

all Output Files Do not C|OS€ thIS W|nd0W
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The report selection list will be very long when the Reports selection menu window opens. You
can narrow down the list by

e <Enter> for LN RPA/NPA %Local% in the Find field (for US RPA enter %Request%,
for US NPA enter %Notification%).
e <Click> on Find.
Then <Select> the appropriate report, e.g. Local Nationals Generic SF50 (see
RPA/NPA report selection table below for details).

\,é

RPA/NPA Report Selection Table

Country LN RPA Report LN NPA Report
Germany Local Nationals Germany RPA Army | Local Nationals Germany Notification
of Employment Status Army
Belgium Local Nationals Belgium SF52 Local Nationals Belgium SF52
Italy Local National ltalian SF52 Local Nationals Italian SF50
Saudi Arabia Local Nationals Generic SF52 Local Nationals Generic SF50

United Kingdom

Local Nationals Generic SF52

Local Nationals Generic SF50

US RPA Report

US NPA Report

All Countries

Request for Personnel Action

Notification of Personnel Action

e <Click> on OK.
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Upon Completion...
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Print to
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| % Local% I

Mame

ne. <Click> on Find
Expiration Of Local Suspense

<Enter> your search criteria in percent signs, then

Expiration Of Lacal Suspense(CTRO_0CSr)
Local Mational - Performance Apprasiaf Due
Lacal Mational Halian SF52

Local Mationals Germany Notification of Employment Status Army

Local Mationals Germany Motification of Personnel Action Air Force
Local Mationals Germany RPA Arry
Local Mationals Germany RPA Non-USgAir Force
Lacal Mationals talian SFA0
Local Mationals Japan FJ11

10




The Parameters window opens.

o <Enter> employee’s last name (mixed cases) in the PA Request Id field (Employee
Name field for RPAs).
e <Click> on OK.

ORACLE

WEMEEN Local Nationals Generic SF50

American English
At these Times...
Runthe JopETReTT I a0 0 0

Upon Completion

Motifs
Prirt t

The PA Request Id window open and displays all SF50 processed for the employee.

e <Select> the NPA you want to print.
e <Click> on OK.

Eg’,gl:lracle Applicatio OSEMITE_SQT11
[ Help ORACLE
DI EBS P IE I AR )52

Local Nationals Generic SFal

S American English

Run the Job

At these Times...

anao ear 01- - =] pt
Hanowver, George (78195 - 317A Resignation

11



You will be returned to the Submit Request window displaying your selected report parameters.

o <Ensure> the ‘Print to’ field indicates the ‘default’ OR your IP addressed printer.
¢ If not, <Select> the appropriate printer.
e To select the appropriate printer <Click> on Options.

Eg_'atlracle Applications - YOSEMITE_SQT11
Help ORACLE’
& P08 [T Gl :

Run this Request...

WEMEN Local Nationals Generic SF50
S Hanover, George (78197).1

L ERES American English

At these Times...

SRR As Soon as Possible

Must indicate the ‘default’ or your IP addressed printer.
If not <Click> on Options

Upon Completion...

Il Cutput Files

Options
SR E0A_DUMMY_PTR

b @

The Upon Completion window opens.

e <Click> in the Printer field that indicates a printer. In this sample it indicates
0A_DUMMY_PTR.
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8 Local Nationals Generic SFa0
M Hanover, George (78197).1 L
S American English Notify the follo

At these Times...

1
FUREEREE As Soon as Possible |_

|

|

Upon Completion...

e all Cutput Files Print the Output To:

N CIV, portrait, letter, 12 c|
Fiifs0A DUMMY_PTR _ Printer Copies For Language
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This activates the LOV icon in the printer field.

e <Click> on the LOV icon.

Tugls W Help ORACLE
;8 QIR

Local Nationals Generic SFa0
Hanover, George (78197).1

American English

At these Times..
Run “8 As Soon as Possible

Upon Completion...

letter, 12 c

0A_DUMMY_PTR .

A DUMMY PTR|ES

Heln By

e <Select> the Odefault_prn OR your IP address printer.
e <Click> on OK in the Printers window.
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Printer
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SM_F73Z_DPCS2
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8T_FDRM_DPCD
84 _FTY8_DPCD
9G_FTPYW_DPCHN
9K FDAT DPCCD

CIV, portrait, letter, 12 c|

All lanananas
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e <(Click> on OK in the Upon Completion window.

ORACLE

Local Nationals Generic SFa0
Hanover, George (78197).1

American English

At these Times...
Run thi “8 As Soon as Possible

Upon Completion...

" all Qutput F Print the Output To:

letter, 12 c

Sl 0A DUMMY_PTR Printar > For Lang
All languages

Help (E)

ORACLE

File Edit

w8 PR ]

Local Nationals Generic SFal
Hanover, George ({78197).1

American English
T m——

At these Times...

SN GERES As Soon as Possible Schedule

Upon Completion...

A Il Output Fi

Silga S 0default_prn

@
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The Requests window opens and will have your most recent request at the top of the list.

¢ If the ‘Phase’ column indicates ‘Pending’ or ‘Running’ instead of ‘Completed’ <Click>
on Refresh Data.
Then <Click> on View Output.

o When the File Download window appears <Click> on Open.

Note: The ‘Status’ column indicates ‘Warning’ since the ‘default’ printer is not recognized by the
system. This warning can be ignored in this case.
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HAY@ G o8 SPI LR R ARID D2

Refresh Data Find Reguests Submit a Mew Request
145647 ||Local Hationals Generic 78195, 1 =
145118 [Local Nationals Generic Completed  [Warning 78197, 1 ]
File Download 5' Jirning P, =
Warning 78190,
Some files can harm your computer. If the file information below q
@ looks suspicious, or pou do ot fully st the source, do not open or Warning 78130,

zave this file. Warning 657292,
File name: .. als Generic SF50_110603.ps Warning |5?292,

Filz type:  PastSeript

Frarm: sylvestr. depds. cpms. ozd. mil

“would you like to open the file or save it to pour computer? Wiew Output

Open | Save I Cancel Mare Infa

V¥ &lways ask before opening this type of file

View Log...

The Local Nationals Generic SF50 Ghostview window appears and will display your NPA.

To print the NPA from Ghostview:

e <Select> Print from the Ghostview File menu; OR <Click> the Print icon.

i Local Nationals Generic SF50_110603[1] - GSview %5 Local Nationals Generic SF50_180603[1] - GSview

_> File Edit Options View COrientation Media Help File Edit Options ‘iew Orientation Media Help cLe

_— -
Open... o} . = sasl cas
o o I 5 == R ENE RN ECEYE l-
Save As... A
Close C
Info... 1
Convert... F
Extract. .. E
PS bo ERS ON OF PERSONNEL ACTION
’ Print... P T Social Secarily Momibar 3. Dole of Birth A, Efbec five Die
Prink File... GOGGTOML H-JAN-TS 01-FEB-2003
Show Messages M SECOND ACTION
a—A. Code 4-8. Nalae
1 als Generic SF50_110603[1].ps ofAction
2 D workiMDCPDSY L L Request For Personnel Action_110603,ps P N p——
3 Personnel Action_110603[1].ps
4 Personnel Action_110603[1].ps BoE Code 5F. Leg i Anhoniy
Exit
15, TO: Posiion Till=and Womber
HUMAN RESOURCES SPECIALIST
DiWik} — 61869
E.Pay an|9.0c\:. Codqmﬁmderuul 11 5wpiRate| 12. B Py 13. Py Bk | 16, Pay Plan(17. Occ. Code |15, GmdaiLevel |14 StepRate | 20. B Papfdward 2L Pay B
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Ensure the correct printer is shown in the name field and/or the print parameters are as desired.
If not, select the appropriate printer from the drop down printer selection menu and/or change
print parameters.

e <Click> on OK.

-_‘2 Local Nationals Generic SF50_110603[1] - GSview
File Edit Options View OCrientation Media Help

ORACLE

EERRIECRDIGECE
P 2l

— Printer
Mame: THF Lazerlet 4000 Seies Pl Froperties... |
Status: Ready ACTION
Type: HF Lazer)et 4000 Series PCL 6 . . —
boority Momber 1. Dateot Birh 4. Effactive Dae
Where:  LPTI: o1 01-JAN-75 01-FEB—2003
Comment: i i
I Print ta file e
— Pririt range Copie: B et
Lo | Mumber of copies: 1 3: &—0. Legal Aatharity
 Pages from: |1 to: I'I Iﬂ - I Colate e
" Gelection Select Pages
fian Tileand Nomber

M RESOURCES SPECIALIST

—> ok I Cancel | 61869

— Print Method

n[17.0cc. Code |15, GmdeLevel (19.5tep/Rate | 20. Bme Popiiward 2L Fay B
£ indows GDI printer Sethings | Help | 0201 o7 o1 E£R44 PH
Fay WE . Localiy Adj. | 20C. Adj. Basic Pay | 200. Other Pay

" Ghostscript device diet5i0 |
€~ PostScript Pririter Settings |

ind Lacatian of Position's Orgamiztian

MY MATERIAL COMMAND
'THE

e Your NPA is now printing at your printer and you can <Close> the Ghostview
window.

16



Internet Explorer Error Message and ‘How to Fix’

If the RPA/NPA does not open in Ghostview when you click ‘View Output’ and instead you
receive the error message below, then you need to change your Internet settings.

e <Click> on OK in the error message.

&4 oracle Applications - YOSEMITE_SQT11

ORACLE

Refresh Data Find Reguests Submit a Mew Request

R B} Parent
Mame
r ||Local Nationals Generic Completed
M 145647 ]ILucaI Nationals Generic Completed ‘lWamin_q |ITH195, 1

145118 |Local Nationals Generic o File- Dinsnloi
144516 ]IRequestfnr Personnel A C
144515 ]IReques‘tfnr Personnel A C @

&

141976 |Request for Person: ey x|

141355 ]IRequeslfur Personi
140901 |Requestfnr Personi

o Inkernet Explorer cannot download PUB@SQT11 from sylvestr,dopds. cpms. osd.mil,

Inkernet Explorer was not able to open this Internet site. The requested site is sither unavailable or cannot be

Found. Please try again later,

P e e [ |

Hold Reqguest TEWY LTETE

‘How to Fix’ your Internet Settings:

e <Exit> completely from DCPDS. You must close the ‘Requests’ window and all
active and inactive Oracle tasks.

hstare ||| ) @ 51 % >

J () Inbox: - Micr...l ¥ Microsaft W, | @https:ﬁsylv. 5 | MicrosoFt P... | @Oracle Appli...l % 0Oracle Ap... @QJ?E‘ 10:46 AM

o <Select> Internet Options from Tools in the Internet Toolbar.

/3 oracle Applications Login - Microsoft Internet Explorer =18 |

File Edit View Favorites | Tools |

Back v = - @D £ Mal and News Y s hvedia OF | Ea= =]
Synchronize. .. _
Address IE https: ffsylvestr.dop Windows Update TML[US TCRIMDEY, hitm j @Go | Links **
show Related Links ;I

OFFICIAL U.5. GOVERNMENT 57STEM
FOR AUTHORLZED USE ONLY
[F*WARNING*** WARNIN G* = WARNING ** *WARNIN G **¥|
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The Internet Options window opens displaying the ‘General’ Tab.

_}Seneral | Securityl F'nvac_ul Contenll Connections Plogramsl Advancedl

a

—Home page
% *f'ou can change which page to use for your home page.
Address:

Use Current Usze Default Use Blank.

— Temparary Intermet file:

i Pages you view on the Intemet are stared in a special folder
& fior quick wiewing later.

b

Delete Cookies... |  Dielete Files... Setlings...

— History

The History folder containg links to pages vou've visited, for
quick access to recently viewed pages

|2D 3: Clear Histary |

| Languages... | Accessﬂ:lht}l..l

Days ta keep pages in history:

Caolars... | Fonts...

[ ox ]

Cancel | Aol |

=1=] x|

)

oEE

=] @eo |Links >

OFFICIAL U.5. GOVERNMENT STSTEM
FOR AUTHORIZED USE ONLY
[F*WARNING ***WARNING* * WARNING ***WARNING 7|

TUnauthorized access to this T.5 Government compuier systen
and sofiware is prohihited by Tide 18, Us Code, Sedtion 10030,
"Fraud and Eelated Activity in connection with Computers™.
Tnauthorized use is a falonywhich iz punishable by a $10,000
fina and up 4o fn years in jail Do net discuse, sniar, transfar,
Process, or tranemit data of grester sensitivity than
sensitive-unclassifiel. Using this system constitutes consent w
securily tesiing and moniloring

Unauthorized use could resultin criminal prosecutien.

The information contained in thiz system is subject do

The Privacy Actof 1974 as amended.

<Click> on Apply.
<Click> on OK.

A

Settings:

Generall Securit_ul F'nvac_ul Enntenll Cornections | Programs  Advanced

<Click> on the Advanced Tab.
<Scroll> down to the Security section at the bottom of the window.
<Deselect> the Do not save encrypted pages to disk box.

E

=1=] x|

=] @eo ks >

O Just dizplay the results in the main window
) Just go to the mast ikely site

_} By Secuity
Check for publisher's certificate revocation

[ Check far server certificate revacation [requires restart)
[ Check far signatures on downloaded programs

Deselect

>

[ Empty Temporary Internet Files folder when browser is closed
[ Enable Inteqrated ‘windows Authentication (requires restart]

Enable Profile Assistant

[ UsessL20

UseSS5L 30

[ UseTLS 1.0

‘w/am about invalid site certificates

O 'wam if changing between secure and not secure mode
‘wham if forms submittal is being redirected

«| | 3

Restore Defaults |

El

OFFICIAL U.5. GOVERNMENT SYSTEM
FOR AUTHORIZED USE ONLY

|*“‘*WARNWG***W&RNNG***WARNWG“*WERN]NG***|
TUnauthorized access to this T.5. Government compuier sysiem
and software is prohibited by Tide 18, US Code, Section 1030,
“Fraud and Eelated dctiviry in connectisn with Computers™.
Thauthorized use iz a falony which iz punishahle by a $10,000
Fina and up to fan yaars in jail Tho net discuse, andar, trancfar,
Pprocess, or transmit data of greater sensitirity than
sensitive-unclassifiel. Using this system constirutes consent w
gecurity tezting and moniloring

mauthorized use could resultin criminal prosecutisn.

The information coxtained in thiz system is subject o

The Privacy Actof 1974 az amended.

—NTI Cancel | Apply 4——

¢ Now you can logon to DCPDS and re-run your report.

18

E



	Open RPAs
	Closed RPAs and NPAs

